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JOB DESCRIPTION

	JOB DETAILS



JOB TITLE:	 Payroll Manager

HOURS:		 37.5 hours per week

REPORTING TO:	Head of Finance

BASE:			Central Office

	JOB SUMMARY


The Payroll Manager will ensure accurate, timely employee compensation while maintaining strict compliance with tax regulations, employment laws, and company policies. 
Key responsibilities include overseeing payroll processing, managing payroll staff, handling compliance (HMRC/UKVI), managing pension deductions, and optimising payroll systems and reporting.

	JOB SPECIFIC RESPONSIBILITIES



· Payroll Processing & Accuracy: Oversee end-to-end processing of monthly payrolls, ensuring accurate calculations of salaries, deductions and statutory payments.
· Compliance and Tax: Ensure compliance with all statutory requirements, tax regulations (e.g., HMRC, UKVI), pension auto-enrolment, and mandatory reporting.
· Team Leadership: Supervise, train, and mentor the payroll analyst to ensure efficiency and accuracy.
· System Administration: Manage payroll software (Sage Payroll & Coolcare), maintaining data accuracy and implementing system upgrades.
· Reporting & Auditing: Prepare comprehensive payroll reports for finance and conduct regular audits for accuracy and compliance.
· Query Resolution: Act as the point of contact for complex payroll enquiries from employees, colleagues, HR, and management.











	PERSON SPECIFICATION


	
	
	Essential Criteria

	Qualifications/Education
	· Minimum GCSE grade C (5) in Maths and English.

	Experience

	· Proven experience as a Payroll Manager or similar role with a strong understanding of payroll legislation. 
· Experience in the care industry would be beneficial.

	Skills/
Knowledge


	· Proficiency in payroll software/systems and advanced MS Office skills, particularly Excel.

	
Personal Qualities
	· Exceptional numerical skills and accuracy in managing complex calculations.
· Strong communication, leadership, and time management skills to manage strict deadlines.



This job description reflects the current main organizational priorities for the position.  These priorities may develop and change in consultation with the post holder in line with needs and priorities of the business.  

Please sign to confirm you fulfil the essential criteria as detailed above and you accept and agree to deliver and comply with all requirements detailed in this job description for the People Partner position.

Post holder’s name:  		…………………………………………………………

Post holder’s signature	: 	…………………………………………………………

Date:				…………………………………………………………
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